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ABSTRACT 

The Star Team Acquiring Rewards in Literacy and 
Insights Through Education (STARLITE) program was implemented to 
improve the Job proficiency of employees at the Pacific Star Hotel, 
Guam. Its goal was to provide employees with both workplace literacy 
skills and employability skills. An audit was completed in each 
department of the hotel. Modules were developed for business 
communications, food and beverage division, and basics with 
WordPerfect and Lotus 1-2-3. Course outlines were developed for the 
English as a Second Language (ESL) , General Educational Development 
CGED), and job skills components. Advertising brochures were vrritten 
m Tagalog, English, and Chuukese. Program participants were accepted 
on an open~entry/open-exi t policy. Diagnostic tools and other 
assessment inventories were used to determine needed services. ESL 
participants' lessons were individualized and based on each 
participant's self-determined needs; GED participants took screening 
tests and worked on weak areas. The component dealing with 
differences between Guam and home cultures was integrated with the 
ESL component. A survival handbook wris developed for instructor and 
tutor use to increase participants' a.vareness of Guam's culture. 
Program participants and the program were evaluated through these 
forms: attendance and enrollment, survey placement, weekly and 
monthly progress reports, job profiles, performance surveys, 
interviews, and classroom observation reports. (YLB) 
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NATIONAL WORKJPLACE E. X TERACY l^ROGRAM 

i 

I N FORMAT I ON F-ORM 



PART 1: PROGMM^-PARAMETERS 

1. Target N'o . to be Served; 



250 



2 . 



3 . 
4. 
5 . 



Total No . Served ; 

Completed : 

Not Completed: 
Fed. Funds Obligated: 
Matching Funds/ In-Kind: 
Value Release Time: 



269 



..13 4,. 
135 



$203,C21.00 



$ 439,270.00 
$267,666.00 



No. Participating in Programs Offered : 



Total 
136 



11 



Basic Skills 
GED 

ESL 

2 pending 
Contact Hours Provided: 



122 



Comple t ions 

68 

4^ 

60 



360 hrs . /cycle 



(Contact Hours are the number of 
teaching hours that workers 
rece i ve . ) 



* Each cycle runs for 9 weeks. 



PART 2: 
1 . 
2. 
3. 



4. 
5. 
6. 



PARTJCJ PATION. DATA 

Mean Age Participants: ^„ 3.9 

Sex: No. Males 5_2 _ . No. Females 

Race / Ethnic i ty : No. who are: 



82 



White 3 
Black 

Filipino 5^6_ 

Pohnpeian 1 6 

Korean 1 



Chuukese 
Chamorro 
Kos raean 
Vietnamese . 
Thai 



No. Single Head of Household: 
No. Limited English Proficient: 
Outcomes 

a. Tested higher on Basic Skills 
Improved communication Skills 

c. Increased productivity 

d. Improved attendance at work 

e. Increased self-esteem 

Years with the company 

Unemployed 

0-5 

6-10 

11-15 

1 6-over 



i6_ 
.16.. 

o 

.... 

li. 
1 



42 



No. Participants 
27 
94 



85 



99 



Mo. Participants 

0 

134 



0 



0 
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O i V i s i o ri of N a t i o n I o ja;' at m s ( D N P ) 



1 . 



PROGRAM TITLE: 



Nat Lona L W'orkplac 
CFDA: 84. 1.98 A 



L i te rar y 



Pi^o^ram: 



PROJECT TITLE: 



Star Team Acqu i r i Rewards 
and Insights Through 
( S . T . A . R . L . I . T , E . ) 



in I-iteracv 
Ed uca t 1 o n 



3, AWARD NUMBER: 

4. PROJECT DIRECTOR: 
AWARDEE/ 
ADDRESS/ 
TELEPHONE/ 



V198Al0289-9iA 

Lolita C. Reyes 

Guam Commun ity College 

P.O. Box 23069 GMF Barrigada, 

(67 1 ) 734-431 1 



Guam 96 92 1 



FUNDS BY 
FISCAL YEAR: 



Federal : $203 , 921 , 00 N'on-Federal : 

$119, 958. 00 Total: $323,879^00 



6. AWARD PERIOD: 

7. FEDERAL PROJECT 
OFFICER: 



Mav 1, 1991 - October 31, 1992 



Marian Banf ield 
Program Officer 
U.S. Dept. of Education 
( 202 ) 732-1838 



OBJECTIVES: 



1. To improve the job proficiency of 
employees at the Pacific Star Hotel 
by providing them with workplace 
1 i teracy skills along with 
employabili ty skills required to he 
viable in the workplace. 



To adapt the model developed by the 
" SELPH " Workplace Li teracy Project 
in Hawaii to the unique workplace 
realities of Guam . 

To create a model for future 
implementation oi on-site workplace 
1 i teracy training in Guam ' s 
predominant industry, tour ism. 

To produce a body of curric\ilum 
materials in Workplace Literacy and 
Employabil ity Skills which can be 
used in future workplace literacy 
programs on Guam. 
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To entiance ami expand t:he Co i I et^e ' s 
partnersh i p with the tou r i sm 
industry in order to fac i 1 i t.ite 
future educational programs in this 
area o f hi need . 



PROCEDURES: 



In conducting the workplace I j t e r.-u' v 
program, a location for training; wns 
needed and identified. C*uri^ic:u] lai) 
was developed on an ongoing basis. 
Plvaiuative materials were selecte^-i 
and or developed. An audit was 
continually done in each depart,ment 
and flexibility in scheduiifig, 
recrui t i ng and training was met: . 
Upon completion of each training 
cycle, evaluative forms were sent to 
supervisors to rate program 
participants and the program. Data 
was then reviewed and recorded. At 
the end of the training cycle, 
certificates were awarded to program 
participants. During ail the stated 
activities, constant coordinat ion 
with Hotel management was taking 
place throughout the various c\cles 
in each department, through planned 
mee t i ngs , interviews , a t tendance 
reports, updates through newsletters 
and memo randa . 



10 . OUTCOMES/RESULTS/ p. ODUCTS ; 



The Starlite Program 
established improve outcomes in 
communication skills, 
productivity, levels of self- 
es teem and attendance at wor K . 
Results show that there has 
been significant changes in 
these areas as indicated in the 
report . 



11. EDUCATIONAL LEVEL(S): 



The educational level of our 
population, ranged from elementary 
level up to post-secondary level. 



4 



12. TARGET POPULATION ( S ) : r\ie St.arli.te Program orfei^ed 

t ra i n i n 2[ t o • ui 1 1 i f s u- 1 1 fi 1 i m 1 1. e d 
En^\ ish ?:)rot'ic iency and to aJ L 
(Ml t: r y J ve I (?(np 1 o voe s , Re f t* roii 

into L he prt:)g*i. am u e re a I so emp i o yee s 
who vve re m i n i ma j 1 y harxi i ca ])peri . 

13. PLANNED NUMBER OF TRAINEES: 250 

14. PARTNER (S) : (iuam Commuui. ty Collee[e 

Pacifj. c Star Hotel 
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SUMMAKV OF PRO.JFlCJT A(XU>MI:>1. I SHMI^N I S 



Ct(.)AI>: To provide educational services to Pacific Star employees 
so as to enhance their workplace literacy skills in order 
to improve employabi i i ty train ing . 



OBJECTIVES 

Establish a training* 
Location for emp]o>-ee.s 
enter i ng' prot^ ram . 



Hire and train prog'ram 
staff and develop 
report i ni^ mechan i sms . 



Develop Project 
Coordination system at 
the Hotel . 



4 CCOMPL 1 SHMEN fS 



Se\'eral meet in<s,s were sf-^ t- 
up between hotel manati^emen r. 
and College offic-ials to 
identify the Hotej. 's 
Training Classroom as the 
des i ^'nated Wo rkpiace 
Literacy Training Room. 



All program staff ha\e been 
hired and trained. Ongoing 
training is provided. 
A. A procedures Manual has 
been developed : 

1 . All forms 
deve J oped 

2. Assessment tools 
have been 
developed 

3. Diagnostic tests 
were in use. 



Work with the Training 
Manager of the Hotel to 
coordinate with the various 
managers and supervisors of 
each department , and 
familiarize myself with the 
day to day operations of 
the hotel and its 
employees . This inc luded 
regular weekly meetings 
with hotel managers and 
supervisors, whereby we 
shared information on the 
progress of the employees^ 
performances and 
attendance . 



J 



j . I'onciurt and document 
Workplace L i t eracy 
Aua i t . 



An audit was completed in 
e a c! h <i e p a rM. m e n ( o f t h e 
hotc? ]/ rved . Tho 
procedures of the aud L L was 
completed for t he f i vsx. 
audit and used as 
spec i f ical ly out L i ned in 
tlie "Bottom Line" in eacn 
targeted division o f t he 
hot eJ . 



Deve 1 op Workplace 
Literacy \ i r i c u 1 u in . 



The deve lopmen t of 
curriculum was cornpletf^d on 
an ongoing basis. Modules 
were developed tor Business 
Communica Lions, Food and 
Be ve rage Division, Basics 
w i th Wordper f ec t , and 
Basics with Lotus 1-2-3. 
These modules inc luded 
objectives and evaluation 
instruments . Course 
outlines were developed for 
the ESL, GED and Job Skills 
components . 



Develop schedules for 
ESL, GED, Basic Skills 
and Cross Cultural 
Adapt at ion sess ions . 



Scheduled listings 
establishing instructional 
times for each component 
was addressed » However , 
with the flexibility of 
each employee ' s work hours , 
we took them as they came 
in. Therefore, our 
schedule was very flexible . 
The Cross Cultural sess ion 
was integrated with the 
ESL component because of 
the lack of emp loyees 
interested in it. We 
attribute the low number of 
enrollment due to 
embarrassment . 



7 , hei=^ i i^'n , pr i n r and 

(i i .St r- 1 but c-*» ativer^t i s i ni^' 
brochures as market i nt^' 
t oo I « t o r uroiX ram , 



. 8. Select and recruit 

pr'oi^'ram part icipantis 
and conduct needs 
assessment. 



Inform Collei^e and 
Pacific Star Hotel of 
p roe: ram objectives , 
availability and 
standards . 



Up i m|)lemen(.ed t he 
sUH'ges t-.ed met. Iiods of 
adverVisint? usinu Lhe 
br^oc^hures . The brochu r^e.s 
were wr i. \ t en i n J 
I.inaua^\-s ; 

1 . Ta^'a 1 

2. Enql. ish 

3 . Chuukese 
Moreover, we developed 
program flyers to market, 
t he pro^'ra.m as we 1 J . 

Program participants were 
accepted on an open entry 
open ex i t pol i cy . 
Diagnostic tools and other 
assessment in\'entories were 
given to the employees to 
deter mine needed ser vices. 
Once, participants had been 
accepted , they were 
assigned to an instructor 
or a tuto r . 



9. A newslet'. ' u*as created 
and deveJ : by the 
Starl ite si r called 
"Star lite H . .nl ights . " It 
was d i St r i bu ted to all 
Hotel emp 1 o y e e s , 
supervisors, managers, 
college officials. Program 
Specialists and also made 
available to the GCC 
1 i brary . In add i t ion , we 
also kept and al bum of 
pictures, filled with 
highlights of the prog ram 
and its part ic ipants . 



10. Offer instructional 
sess ions , evaluate , 
revise and adapt them 
as needed for the 
Hotel . 



10. Instructional sessions were 
made aval 1 able to the 
employees . They were 
constant ly revised based on 
an "emergent curriculum. " 



11. Part ic i pant :5 who aLtpnd 
ESL f I assoR will 
demonstrate increased 
proficiency with the 
Knt2:lish Laniicuai?e as 
demonstrated by pre- 
post tests, supervisor 
evaluation and self- 
eval uat ion , 



, 12. Participants who attend 
the GED classes will 

* make prog'ress toward 

takini^ and passing the 

, GED tests. 



13. Participants who 
rece i ve i nd i v idua 
workpl ace 1 i terac 
pro^' ramming will 
increase their jo.. 
proficiency as me -.ured 
by pre-post test^ , 
supervisor ratin-. s and 
instructor assessments. 



fJSL part ic i pants * iessofiS 
were i nd i v iduai i zoci and 
were based on each 
part ic ipant ' s needs as 
determined by him or nej-. 
These Lessons were subject 
to cham^e at any t ime when 
the part ic i pant wanted t o 
c hans^e his or he r J'oc u s , 
So e vaiuat i ve measu re s we I'c 
assessed through irist rue tor 
obse r vat ions , su pe rv i so r 
rat ings and sei f- 
evai uat ion . 



1 2 . The GED part ic ipants took 
the screen in? tests and 
worked on weak areas of 
their test results. For 
those passing the screening 
test, there were 4 who 
successful! y completed 
their GED requirements. 
There are 2 more 
part ic i pant s rescheduled to 
take the test, sometime in 
December, due to Typhoon 
Omar . 



13. Part ic ipants in this 

category were not tested 
using any diagnostic 
testing tool. Lessons were 
devised to enhance job 
proficiency and supervisor 
ratings were used to 
evaluate an increase in 
performance as well as 
instructor obser vat ions and 
assessments . 



1 



II. Xi^ (Jemonst rated by 

superv 1 sors rat i n:: s , 
sei r-rat i ngs and 
Inst met or assessments 
participants in this 
seminar series wiii 
inc rease che i r 
awareness of the 
di f f erences between 
Guam and their home 
cu 1 tures . 



1 4 . Fh is part, icu l.ai^ component 

was Intei^rated wi t.n the KSI 
component, so that the 
students were s^jven the 
opportuni ty to adopt 
appropr i ate behav i o r s , 
J ea rn has ic sii rv i \ a I f'ac t s 
reiat i ng to hous i ng , law , 
consumer issues, and 
medical care, Seif-ratirii^s 
were used for this 
particular area because it 
was difficult to attest 
supervisor rating resul ts . 



15. Write, Publish and 
di St ribute the 
"Handbook of Basic 
Surv i va 1 on Guam for 
Hotel Employees . " 



15, The Surv i vaJ. Handbook was 

written and compiled by the 
Statute staff. 
Instructors and tutors used 
the handbook as an 
instructional tool to help 
program pa rtici pants 
increase their awareness of 
Guam ' s Cul ture , 
Thereafter, copies were 
published and distributed 
to all hotel empl oyees and 
made available for 
distribution to other 
hotels in need . 



i6. Establish and staff 

with tutors a learning 
center to be opened 
from 8:00am to iO:OOpm. 



16, The "Starlite Program" for 
the first cycle of J weeus 
opened form 8 : 00am - 
1 0 : 00pm , However , 
emp loyees were not taking 
advantage of the service 
hours available. Swing- 
shift employees were to be 
accommodated , but work 
hours were too demanding 
that we changed our hours 
to 8:00am-6:00pm, ' 



tndergo first 
eva Luat ion , 



1 7 , An external evaluator was 
hired to conduct the 
formative evaluation of the 
P ro g ram , His name is Phil 
Mendel , That evaluat ion 
was completed and submitted 
to both partners of the 
program. 
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19 



20, 



(■(Dinp lie series of 
t ra i ni ni^' mat^viai s 
oroduced f'r'c5m the 
Utu kpiace Li terac\- 
And i t s and f.'u it i eu L urn 
Deve lopnient . 



18 



-\1 ]. materials produced 1" rom 
the Workplace Literacy 
Audit's were kept on tile 
and used to develop t tie 
"emer^ini^ c u r r Leu 1 urn . " 



(".onduct sei'ies of 
management 

consultations relating' 
to cross-cultural 
adaptation program . 



Monitor employee 
progress and 
at ten<iance . 



20 



These consu 1 1 at ioris did not 
exist because we 
incorporated this component 
with the ESL componen t . 

Instructors and tutors 
monitored participants ' 
instructional progress by 
having thera keep a daily 
journal and document ing 
activities in their file 
f o Iders . The attendance 
was raoni tored through : 

1 . daily sign- in 

2. weekly attendance 
reports to 
supervisors 

3. Change of 
schedule f o rms 

4 . Absentee excuse 
forms 



21. Evaluate program 
interim. 



21. Instructors and tutors 

ev.:iluated the program at 
the end of every cycle ; 
through scheduled meetings. 
Program part ic i pants f i 1 lea 
out employee rating sheets 
wh ich evaluated the program 
and their assigned 
instructor and or tutor. 
The supervisors were given 
super visor rating forms to 
evaluate student progress 
and program effects . 



22 . Recommend changes in 

area (s) of the program 
which appear not to be 
working as well as 
poss ibl e . 



22. Project Director and staff 
met regular ly to recommend 
program changes . Input 
from instructors and hotel 
partners were considered. 



C 



Meet ail proi^^ress 
measured and report 
proiairam results to 
(■;o liege Officials and 
Office of Education. 



23. Project Director reports to 
the Dean of Academics for 
the Workplace Li t e rac y 
Program on a monthiv basis. 
The Annual Cio seou i 
Performance Report ^^ i J 1 be 
sent off October 26, 1H92. 



24, Evaluate staff 

pe r f ormance and provide 
staff with feedback. 



24 . Project Director evaluated 
program tutors and 
instructors and monitored 
folders. Staff are 
provided feedback at the 
scheduled meetings or on an 
individual bas is . 



25. Undergo second 

evaluation by external 
evaluator . 



2 5 . The summat ive evaluation 
was completed by Phil 
Mendel. Copies of his 
summat ive evaluation report 
was submitted to both 
partners of the program. 



26. Attend National and 
Regional meeting. 



26. The Project Director 

attended the 1992 COABE 
Conference held in 
Bismarck, North Dakota on 
April 11, 1992 and the 1992 
Nat ional Closeout 
Conference held in 
Arlington, Virginia on 
September 9-11, 1992. The 
Project Director also 
visited the "SELPH Program" 
model site in Hawaii on 
July 22-26, 1991 . 



. 27. Improve the job 

' proficiency of the 

! employees at the 

] Pacific Star Hotel by 

providing them with the 
Workplace Literacy 
\ Skills along with the 

] Employabili ty Skills 

I required to be viable 

in the Workplace. 



2 7 . Program documentation 

suggest that the program 
did in fact increase 
knowledge level and Job 
proficiency level of 
participating employees. 
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28, To adapt the model 
developed Ijv the 
"SELPH" Workplace 
Literacy project in 
Hawa i 1 to the unique 
workplace realities of 
Guam . 



SELPH" 
needed 



mode I 



28. Used samples of the 
mode 1 fo rms and made 
rev 1 s^i ons . Adapted 
documentation forms 
developed by "SELPH" 
Used par t ic i pan t 
identification procedu res 
developed by the "SELPH" 
Wo r kplace L i te rac y model 
and adapted instructional 
strategies modified by the 
Starlite Program, wiiich 
were developed by "SELPH". 



29. To create a model for 
future i mp feme ntat ion 
of on-site workplace 
literacy training in 
Guam' s predominant 
industry , Tour i sm . 



. 29. Pacific Star as chosen by 

the Guam Hotel and 
' Restaurant Association to 

, be the site of the model 

i pro.ject (STARLITE) to be 

implemented by Guam 
j Community College. The 

j College has information 

j aval 1 able to share their 

r experiences with other 

lotels, which 
-it the College. 
1 so 

V carried out 
rtment of the 
hotel and procedures for 
such are aval lable for 
possible future use. 



interes te- 
are on f i ; 
Audits we ' ■ 
sys temat ic^n 
for each de 



30. To produce a body of 

curriculum materials in 
Workplace Literacy and 
Employabil i ty Skills 
which can be used in 
future Workplace 
Literacy Programs on 
Guam . 



30 . Curriculum modules 
developed for : 



were 



1 . Business Communicat ion 

2. Food Sc Beverage 
Sect ion 

3 . Bas ics with 
WordPerfect 

4. Basics with Lotus 1-2- 
3 

5. Handbook of 3asic 
Survival Skills 

6. Tutor Training Manual 

7. Criterion referenced 
skills tests 

These materials are on file 
and may be used in similar 
programs on island . 
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31. To enhance and expand 
the Coiiei^'e's 
partnership with the 
Tourism industry in 
order to faciJicate 
future educat i onaJ 
prog'ram in this area of 
hi§h need. 



3 2 



31, Through the implementation 
of the "Starlite Program", 
(}uam i.:ommun i ty f olJ ege has 
enhanced and seeks 1 o 
expand partnersnip 
oppor tun i t les with the 
Tourism industry, by having 
submit ted ano ther grant 
proposal designed to ofler* 
similar train ing programs 
at other hotels. 



Apply for refunding. 



' 32. The grant application for 

1992-1993 was completed and 
turned in on July 15, 1991 

; and sent off to Washington 

D,C,. Notification of the 
Grant Award was given via 

! letter, stating the non- 

! refunding of the program on 

i July 1992. 



sr. r pPACip; r n (:ase<:s whpjr^^ OB.jfcxJT r v e:s v^kuk 

NOT MKT* INOLUOE CORiri PUCT T V E MKASUKES 

T.AKEN- 



Ihe Uoineri's Empioyabi i i ty Skills was part of the ^^M-ariu's 
object ive» but was taken out at the last minute at the be^ innina;' of 
r he program by an as^reeraent with L'.S.D.O.E. and Guam Communitv 
folle^e. Therefore, this component was not carried out. 

The Cross-Cultural adaptation component was initiated and 
integrated into the ESL component. However, was riot fuli.y 
implemented as a separate component of the program. We more less 
addressed the needs at a different angle with the ESL component. 
We did not hire the 3 peer-counselors as stipulated in t[ie grant, 
because our exising tutors were dually trained in peer-counseling. 
So as to utilize our given buaget to its maximum, we took that 
route to train our tutors in that particular area of need. 

Another objective of the grant was, all entry level employees, 
their families and intersted other (on a space available basis) who 
participated in the program will have access to any of the 
available educational components based on their sel f - ident i f led 
need and /or Hotel's recommendation and referral. 

This objective was not fully met because the participating 
hotel wanted only their employees involved in the program and not 
any of their families and interested others. Simply, because of 
the notion of having unauthorized persons in the area and having 
their training room opened to anyone. This precautionary measure 
was taken, due to seciirity purposes, because of frequent thefts 
within the hotel. 
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3 E C T X O M 3 
PROcJ K C T PER FORM A N O E O U T COM E S 



A, Target number * 2oO 

B, Kmpioyees enrolled at the end of the report 

period. 26^ 

1. ^ of participants completed l_;i4 

2. » of participant not completed 135 

C\ G.E.D. Training total 11 

1. G.E.D. completion _ 4 

2. G.E.D. Pending * '_'2 

3. G.E.D. not completed 5 

D. # of E.S.L. participants 1_2_2 

# of E.S.L. participants (completed) 60 
4 of E.S.L. part ic i pants (not c ompiet ed ) J62 

E. # of Basic Skills part ic i pants L 32 

# of Basic Skills participants (completed) 68 

# of Basic Skills participant (not completed )__6_8 

F. Employees who withdrew or terminated the program 

for various reasons 135 

1. Withdrew or Lacked interest Ji 

2. Company Cutbacks 8 

3 . Dropped by Supervisor 38 

4. Withdrew for personal reasons 9 

5. Terminated from work 2 5 
6 • No Shows 4 7 



* This figure is still pending, awaiting to be rescheduled for the 
GED Test, due to Typhoon Omar. 

Sometimes motivation is not enough to keep participants coming 
to such programs. Family illness, loss of transportation, changes 
in jobs or work schedules can all affect a person^s ability to 
attend classes. Issues relating to the survival of the participant 
or the participant's family must come first, which is the scenario 
for this program. 
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3 E o T r C -:> jsr ^■ 

D L SSEM I N A r E ON ACT I V £ T T E:S 



In or'der to i?et information out r.o upper lnan/:^^'-me fi t and 
supervisors at the site, I oflened initiated weekiv rneetmt^s with 
the departments bein^ hosted durin£( each of the 9 w€^ek tra^inins: 
per iod , 

During this time, suggestions and ideas were shared, where \>e 
could modify the curriculum if needed, identify employees in need 
and enhance other types of training programs for tfie employee. 

We disseminated information at the onset of the program 
through brochures for the employees, which were written in three 
Languages, English, Tagalog, and Chuukese, and one for the 
supervisors. These brochures identified the programmatic offerings 
to the employee. The brochures were placed in the employees' 
cafeteria so it was accessible to all. Qui* flyers were distributed 
to each department head and posted in work areas for employees to 
read • 

In addition, we created a newsletter for each cycle of the 
program year. These were distributed to our program participants 
when they came into class and copies were distributed to department 
heads, supervisors and other employees not in the program. The 
College was also provided copies of these newsletters. They were 
given to management, Program Specialist and also provided to the 
College library for interested readers. 

Achievement of the program participants, were also advertised 
in the "Pacific Daily News," This especially was a plus for our 
participants because it made them feel especially important in 
publicizing completion of their training. 

During the Hotel's quarterly employees' meeting, the 
Starlite's participants were acknowledged for completing training. 
This was another avenue of how progress was disseminated throughout 
the hotel. Moreover, after each cycle, a certificate presentation 
was held to honor those participants who completed training. 
Certificates of completion was awarded and perfect attendance 
certificates were given to those who came without missing a class. 
In attendance were their supervisors, co-employees, the General 
Manger, and upper management of the hotel, and the Starlite staff. 
Each manager, supervisor, and myself would often give a brief 
congratulatory speech for the occasion. Each time, refreshments 
and doughnuts were served? which kept participants coming. At the 
end of the program, all managers and supervisors were awarded a 
certificate of appreciation for their support in the program by 
College officials. 
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<')l:her types of c;ommun i ca r. i on throiu^ii memoranda, telephone were 
aKavs foLLowe(i up with personal, contacts (>y me and t fien brieT 
meelini^s uiih the Training Manas^er. Fhjs was alwavs cxnistant. 
Most importantly, my staff and f aJ.uas's kepi aijreast of current 
hap]>eri ini<s within the hotel, policy chans[es an^i standards through 
their FersonnoL uffice and with the fraininia;' Manager. ifiis was 
crucicil in maintaining good lines of communication and not to risk 
any miscommunicat ion . The key to good communication was 

flexibility in terms of promo tab i J i t v of the program itself. 

Lastly, there were a few employees who wanted c:()nf ident ial 1 1 v 
of their records and prescence in the program. Eflorts were made 
to accomodate their requests and therefore, their names .sere 
withheld form pu.bl ichacknowledgements . However, there was a need 
to advise their supervisors and so there was a compromise between 
both the employee, the supers'isor and our staff to keep their 
records conf ident ial. 

Another note, I*d like to mention, which we found very 
important was scheduling. Holiday seasons played a very important 
part in a hotel industry's economy. Our second cycle started out 
with a high number of participants but dropped drastically during 
the months of November through January, because of the Cliristmas 
Holidays. Next time, other alternatives will be hishly considered 
to schedule classes around these particular me?fvVhs. 
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3 e: c: r X o N 5 

EVALUATION ACT 1 V LT LK^ 



At the onset of the program, diai2;nostic tests were used as 
pre/post test indicators of skills level. ihjs procedure, ihoii^h, 
caused intimidating? results for pro^'ram participants. Some wei-e 
too difficult and other participants felt they were bein^? o\ei- 
tested. This caused participants to be weary of our program. So 
we halted on testing. 

Another concern was that the transferability of skills ^as noi 
addressed in the testing tool. There was no relevance cf 
standardized test to job related competencies and therefore did not 
work well in the workplace environment. So our instructors used 
work-related test items coilec ted from within the i r departments , Lo 
incorporate into their pre-post tests. 

Using our forms and surveys developed to evaluate program 
participants and the program were equally available and useful. 
These forms were: 

1 ) attendance and enrollment 

2) survey placement 

3) weekly and monthly progress reports 
4 ) Job pro files 

5) performance survey, interviews and evaluation forms ( 1 rom 

participants , supervisors , teachers and staff ) 
6 ) classroom observation reports 

Formal testing done for the GED component was very extensive. 
A screening test was first given to the program participant, This 
process usually took 2 days to complete and was given for 2 1/2 
hours each day. Once passed given the required passing score, rJien 
the participants got scheduled to complete the actual testing. 
When they completed the actual testing and passed, scores and 
evaluative results a le given to the company managers and 
supervisors to review. Then supervisor ratings were given to them 
to complete and return to the program. 

As part of the grant's objective, all evaluative activities 
included an external evaluator. The evaluator was hired to 
evaluate the beginning of the program called the formative 
evaluation and an ending evaluation called the summative 
evaluation. Both reports were done by a single evaluator. Using 
one evaluator though limited his scope of questioning, being that 
it was a new concept in the world of literacy. Just what to look 
for in terms of evaluating was a task in itself . However j both 
evaluative reports were completed and given to both partners. 
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•'jrher evaluation measures taken t. o e\-ah.iate pa r^. i c i pa n t. s wer>'* 
from the siipjer\'isor rat ins? sur\'eys» This survey was dirficuit to 
estat)] ish victual ^ai.ns in produc t i \' i ty , promo tab i i L t y arui measur^e 
worker performance because most supervisors did not see the day to 
uav impr^ovoment in their emplovees attend ini^: •:lass<^s. ii'it^y onl^ 
saw the company aspect o j' their pmpioyees }.)rofiie, Most. 
super\'i.sors assured their empi.oyees Grains and otiier notani.e ch<jn^^es 
(.hroui>'h worker attitudes, tlierefore, efforts to continually improve 
and address worker- based skills in terms of actual stains was not 
fully acliieved because of the limited time factor of the ^4rant. 
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MAJOR CHANGES IN KKY PERSONNEL. 



I. T\\e rolLovvini^ individuals have beer) idenfififxi and irinp!o\ed ai 
t:tie st.aiM: of the Woid^place Liieracy Pro^']'ain as sualod i t ho 



* a. Saiuiy Liberty - Co- D i rec t o r 

* b. Suzanne Billings - Co-Director 

c . Lolita C» Reyes - Coordinator 

d. Lorraine San Nicolas - Clerk- Lyp ist 

* e. Prisciila f^omo - Instructor (full-time) 
f. Erne 11 La llao - Instructor (pt.-Lime) 

^ . Mary El i zabeth Pickels imer - Instructor ( pt . - L i me ) 



Ma.ior changes needed to be made regarding key personnel. The 
following individuals remained employed with the Starlit e 
Workplace Literacy Program until the expiration date of the 
pro J ec t . 



a. Lolita C. Reyes - Project Director 

b. Lorraine San Nicolas - Clerk-Typist 

c. Mary El i zabe th Pickelsimer - Instructor (full-time) 

d. Emelita llao - Instructor (pt.-time) 

e. Inge Nordstrom - Instructor (pt.-time) 



2. There was a total of 7 tutors. Training in procedures and 
practices was provided at the beginning of the Workplace 
Literacy Program. The ethnic backgrounds of the tutors are: 
1 Micronesian, 2 Filipino^ and 4 Chamorros. The mixture of 
ethnic backgrounds allows the flexibility of a tutor to work 
witPi a participant with the same ethnic background^ or may 
choose to work with someone else. 



K f: 1 o N 7 

SUCJCHJSS JEiJS 



Uf» tia\e hrX(i a positive turnout of employees who fMitmed i\\e 
pros^ram. At first: were like bli.nd children tryirit,' to find our way 
around and then light kept slowly appearing* day by then one 

dav^ we saw the Jight. That's when we knew thirii^' wouian'i L)e so 
bad . 

Our enrollment was increasing, turnover' rates were fii-?[i, 
tutors were coming and goini^", until after awhile, we finally 
established some type of stability. 

The key . . . flexibility in terms of scheduling', proi^ramniitig , 
recruiting, and training'. Being able to achieve all this and still 
be competent was a risk, a risk which proved worthwhile. 

Initial training was needed to run a cohesive staff, and team 
players to follow program procedures and policies. 

My staff was of diverse ethnic backgrounds who worked well 
together in accomplishing a task to achieve success. 
As a result of all the positive stress encountered, we've had 
several promotions take place for some employees in the Basic- 
Skills component. Two of which were promoted to management level 
in the hotel! We also had 4 completed GED recipients! They worked 
so hard to achieve their goals and earned their monet.ary bonuses 
from the hotel. They now have moved on to fulfill their dreams. 
One of whom wants to earn her degree as a teacher, and the others 
to find better paying jobs with their earned high school diploma. 

For ail other program participants, success has been achieved 
for them in terms of enhancing their growth and development in the 
Starlite Workplace Literacy Program. 
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